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YOU WILL BE NOTIFIED VIA THE GRANT PORTAL.
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FEDERAL EDWARD BYRNE MEMORIAL
JUSTICE ASSISTANCE GRANT GUIDELINES

ELIGIBILITY CRITERIA

The Kansas Criminal Justice Coordinating Council (KCJCC) establishes the guidelines for the Federal
Edward Byrne Memorial Justice Assistance Grant (JAG). The JAG program is authorized by Federal
Law 42 U.S.C. 3250. The KCJCC and the Federal JAG Program Guidelines establish eligibility
criteria that must be met by all organizations that receive JAG funds. These grant funds are awarded
to units of state and local government, Native American Tribes and nonprofit, community and
faith-based organizations.

The primary use of JAG is to support the following purpose areas: (1) law enforcement programs; (2)
prosecution and court programs; (3) prevention and education programs; (4) corrections and
community corrections programs; (5) drug treatment programs; (6) planning, evaluation and
technology improvement programs; and (7) crime victim and witness programs.

Grant funds must be requested within the seven purpose areas. Since this grant is competitive, there is
a yearly application process with no guarantee of continued funding. In distributing grant funds,
priority will be given to applicants who are not eligible to apply directly to the Federal Bureau of
Justice Assistance for JAG funding.

Applicants must comply with the applicable provisions of JAG and the requirements of the U. S.
Department of Justice, Office of the Chief Financial Officer, Federal Office of Justice Programs
Financial Guide effective edition, 1-800-458-0786 or www.0jp.usdoj.gov/financialguide/index.htm,
which includes maintaining appropriate programmatic and financial records that fully disclose the
amount and disposition of JAG funds. This includes financial documentation for disbursements; daily
time and activity records specifying time and type of service devoted to allowable JAG activities;
grant project files; the portion of the grant project supplied by other sources of revenue; job
descriptions; contracts for services; and other records which facilitate an effective audit and grant
analysis for compliance.

PROGRAM INCOME

Applicants generating program income from a JAG-funded project must ensure that they have the
capability to track grant project income in accordance with federal and state financial accounting
requirements. All JAG-funded grant project income, no matter how large or small, is restricted to the
same uses as the JAG project and must be expended as soon as possible. Program income from asset
seizures and forfeitures is considered earned when the court has adjudicated the property.

Adherence to the use of program income must meet the guidelines established by the U. S. Department
of Justice, Office of the Chief Financial Officer, Federal Office of Justice Programs Financial Guide
effective edition, 1-800-458-0786 or www.ojp.usdoj.gov/financialguide/index.htm.
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LIMITATIONS OF GRANT FUND USE

These grant funds shall not supplant other funds that would otherwise be available for the grant
project. The KCJCC has determined that the following limitations will apply:

1.

Hospitality costs cannot be charged to the JAG project; food and beverages are allowable only
if an integral and essential part of the proposed grant project and must meet the requirements of
the Federal Financial Guide.

Equipment and hardware are unallowable unless necessary and essential to the grant project’s
SUCCesS.

Supplies must be itemized; all miscellaneous supplies will be denied.

Costs incurred in applying for, administering, or auditing the grant are not allowed. No indirect
costs are allowed.

Funds cannot be used for lobbying, fundraising or research projects

6. JAG funds may not be expended outside of the purpose areas. Funds may not be used directly

or indirectly for security enhancements or equipment for nongovernmental entities not engaged
in criminal justice or public safety.

JAG funds will not fund:
Vehicles

Drug dogs

Land acquisition

Luxury items
Construction projects
Infrastructure investments
Tanks or armored vehicles
Limousines

Vessels

Aircraft

Fixed-winged aircraft
Real estate

Costs to support any casino or other gambling establishment
Aquarium

Z00

Golf Course

Swimming pool

The use of grant funds is prohibited for grant projects that offer a low probability of improving
services or decreasing crime as determined by fiscal and grant project compliance reviews. Misuse of
grant funds may result in a range of penalties, including suspension of current and future funds,
suspension or debarment from federal grants, recoupment of monies provided under a grant and civil
and/or criminal penalties.



GRANT APPLICATION DEADLINE

Each grant application must be submitted via the Grant Portal by midnight June 23, 2009. See Grant
Application Portal Instructions link at https://www.accesskansas.org/ssrv-ksgrants/index.do.

GRANT PROJECT PERIOD

Each grant project funded by this grant program shall be for a period of 12 months from July 1, 2009
to June 30, 2010. Any funds not expended by June 30, 2010, must be returned to the Office of the
Governor’s Grants Program.

REPORTING REQUIREMENTS

The following reports are required if funding is received under the JAG grant:

1. Monthly Financial Status Report that provides fiscal information on expenditures during the
month. Monthly reimbursements are made based on this expenditure report. These reports are
due 15 days after the end of each month;

2. Quarterly Grant Project Narrative Report that provides a narrative description of the activities
and services provided with the grant funds and is due 15 days after the end of each quarter;

3. The Program Income/Expenditure Report is due 15 days after the end of each quarter to
provide information regarding program income/expenditures incurred during the reporting period;

4. The Projection of Final Expenditures Report is due April 15"

5. Grant project analysis and on-site or desk grant compliance reviews conducted by the Governor’s
Grants Program Staff or federal agency representatives; and

6. Any other reporting procedures which may be required by the federal government, the KCJCC or

the Governor’s Grants Program Staff.

Copies of receipts and other financial documentation must be maintained at the local level for a period
of five years past the close of the grant project period.

GRANT REVIEW PROCESS

The Kansas Criminal Justice Coordinating Council (KCJCC) makes the final grant award decisions for
all applications. The KCJCC may use grant reviewers to help review grant applications and make
recommendations. In distributing grant funds, priority will be given to applicants who are not eligible
to apply directly to the Federal Bureau of Justice Assistance for JAG funding.
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Each grant application will be evaluated using the following criteria:
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Applicant agency supports the goals of the JAG program;

Record of successful implementation of services in the criminal justice field;

Quality of the needs assessment in terms of proposed services;

Demonstration of clear, measurable and appropriate grant project objectives and
activities that are consistent with the purpose areas outlined in the grant application
instructions;

The efficacy of evaluative components, both programmatic and fiscal;

Relevant budget information;

Receipt of other federal, state, or local funding;

Submission of all the required documents and a complete application; and

Applicant agency ability to fulfill all the requirements of the JAG program.

Each applicant will be notified via the Grant Portal of the grant award decision.



GENERAL INSTRUCTIONS

See the Grant Application Portal Instructions link under the “Site Navigation” section at
https://www.accesskansas.org/ssrv-ksgrants/index.do.

*Please note that for purposes of this application and grant program, JAG funds will not be used
to reimburse mileage expenses in excess of the applicant’s approved policy rate or the current
federal rate, whichever is lower. If the applicant chooses to reimburse at a rate in excess of this
amount, per its agency policy, the applicant should be aware that no grant funds administered
by the Governor’s Grants Program may be used to make up the difference.

**Please note that for purposes of this application and grant program, equipment is defined as assets
with a useful life of one year or more and a cost of $500 or more

PROJECT NARRATIVE (Attachment #1)

Submit the application requirements in Times New Roman 12 point font size. No sections of the
application should be submitted in landscape format. Use the download forms in the Grant Portal
where applicable. Keep the information as brief as possible and explanatory statements clear and
concise. Do not submit any items not specified in the instructions (i.e. pictures, news articles,
letters of support) other than those requested. Do not include appendices, brochures, etc. The
following sections are to be included in the Project Narrative.

PRIOR ACCOMPLISHMENTS

Please share specific agency accomplishments from the previous 12-month period. Describe any
evaluations conducted and explain the results. Describe evidence of the success of the grant project,
including progress made toward achieving grant project goal(s) and objectives. Information should be
provided that includes how the applicant will absorb the grant project in future years.

**The general goal(s) and measurable objectives of the proposed grant project should be directly
related to the results of the needs assessment. The grant project’s performance measures and
results should be used to demonstrate progress made toward achieving the proposed goal(s) and
objectives.

PROBLEM STATEMENT AND NEEDS ASSESSMENT

The submission of an application presumes there is a definable problem, which will be solved either in
whole or in part for which grant funds are being requested. As other agencies are competing for
limited resources, please document as extensively and factually as possible the problem in the
applicant's service area and its severity. Clearly and concisely define the problem using facts and
statistics that support the contention that there is in fact, a serious problem in the community which
grant funds can help solve. Please include the needs assessment which was used to develop the
problem statement, such as agency service activity, law enforcement reports, number of 911 calls, etc.
If the applicant is comparing local data to state or national data, information should be included to
either establish the need locally or describe why the local community is limited in resources to address
the problem, etc. If the request for funds has increased from the previous year’s grant award,
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explain the need for additional funds and explain what additional activities and/or services will
be provided.

If the applicant applied directly to the Federal Bureau of Justice Assistance for JAG funds,
explain what was requested and include a statement as to why state JAG funds also are needed.

PROPOSED GRANT PROJECT GOAL(S) AND OBJECTIVE(S)

State the goal(s) of the proposed grant project for which the applicant is requesting funds. This should
not be the goal(s) of the entire agency but specific to the JAG project. However, the goal(s) for the
grant project should be consistent with the mission and overall goal(s) of the agency, as well as the
results of the needs assessment. List the objectives to be accomplished in order to reach each goal
listed. Objectives should be expressed in terms of alleviating the problem identified through the needs
assessment and of reaching the proposed grant project goal(s). Objectives should be specific,
measurable, realistic and consistent with the goal(s) of the grant project and cover a single event or
outcome. Include the activities for each objective and a timetable to complete each activity.

Follow the format below when writing the grant project goal(s) and objectives.
Example:

Goal I: Teen drug involvement in Springfield will decrease.

Objective

Activities

Person Responsible

Time Frame

1. Three drug
elimination specialists
will be hired.

2. Drug use among
junior high students
will decrease by 5% as
measured by 2008
KCC survey results.

3. Junior high students
will participate in the
peer mediation
program.

1. Job notices will be
posted. Interviews will
be conducted.

2. Drug curriculum will
be implemented. Classes
will participate twice a
week during the school
year.

3. (a) Students will vote
for peer mediators.

(b) Mediation program
will meet once a week.

1. Program Director

2. Drug elimination
specialists

3.(a) Drug
elimination specialists

(b) Drug elimination
specialists and peer
mediators

1. July 1, 2009 -
August 31, 2009

2. September 1, 2009 -
May 31, 2010

3. (a) By December
31, 2009

(b) January 1, 2010-
May 31, 2010; Progress
will be monitored
monthly.




PROPOSED GRANT PROJECT PERFORMANCE MEASURES AND
DETERMINING RESULTS

Describe the procedure for monitoring the proposed grant project. What data will be collected and
how will the information be used to encourage success of the proposed grant project? Describe the
criteria that will be used to evaluate the effectiveness and quality of activities and/or services provided
through the proposed grant project. This should be designed to provide an objective assessment of the
effectiveness or input of the proposed grant project. Specify the procedures to be used and how the
information/data collected will be used to improve the proposed grant project. At a minimum, explain
how the proposed objectives will be measured and how it will be determined whether the proposed
grant project is effectively and efficiently reaching the proposed goal(s) and objectives. It should be
noted that the applicant will be required to show how well the proposed grant project was implemented
and if it achieved the results expected based on the evaluation and data collected.

PROPOSED GRANT PROJECT STAFFING PATTERN

Describe the staffing pattern that will be utilized to meet the proposed grant project goal(s) and
objectives. Include all persons responsible for achieving the success of the proposed grant project, as
well as the individuals’ supervisors. Also include staff responsible for monitoring the proposed grant
project’s progress.

PROPOSED GRANT PROJECT COLLABORATION

Grant funds are maximized when community agencies work together at all levels. Therefore funding
priority shall be given to communities that demonstrate and maintain true collaboration. Please
describe how the proposed grant project will maximize grant funds by fostering collaboration among
units of government and other organizations. Describe the steps that have been taken toward
collaborative partnerships within the community and how that collaboration will continue throughout
the grant project period. How will the applicant cooperate with other stakeholders within the
community? Please list the contact person for each agency the proposed grant project will collaborate
with in pursuing the goals and objectives. Duplication of services and resources is one sign that
adequate community collaboration is not occurring. Please identify whether the proposed grant project
provides an unduplicated service to community residents. If working with the juvenile population, a
statement must be included that describes approval and collaboration with the local Juvenile
Corrections Advisory Board.

CIVIL RIGHTS CONTACT INFORMATION

Applicants must include the name, address and telephone number of a civil rights contact person who
is responsible for ensuring that all applicable civil rights requirements are met and who acts as liaison
in civil rights matters.

CURRENT AUDIT REPORT

If the applicant is a nonprofit, community or faith based organization, and the Governor’s Grants
Program has previously received a copy of the program’s most current audit report, please state so and
include information on what period was covered, who did the audit and when it was done.

If the Governor’s Grants Program has not previously received a copy of the program’s most current
audit report, one must be forwarded as soon as possible to: Governor’s Grants Program, Landon State
Office Building, 900 SW Jackson, Room 304 North, Topeka, KS 66612-1220. Include with the audit
the Auditor’s Letter to Management if applicable. If there are any findings and/or recommendations
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stated in the audit report or in the Letter to Management, also include a written explanation stating how
the findings and/or recommendations were, or will be addressed by the applicant.

If the agency is a city or county government, a current audit does not need to be submitted.
However, governmental agencies must include information on who performs the audit, what period it
covers, when the last audit was completed and where the audit is filed.

CERTIFICATIONS REGARDING LOBBYING; DEBARMENT,
SUSPENSION AND OTHER RESPONSIBILITY MATTERS; AND
DRUG-FREE WORKPLACE REQUIREMENTS (Attachment #2)

The applicant must carefully read, sign and submit the required certification form regarding lobbying;
debarment, suspension and other responsibility matters; and drug-free workplace requirements. To
download the certification form, go to http://www.governor.ks.gov/grants/policies/docs/cert.pdf.
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GRANT PORTAL INSTRUCTIONS

This document contains detailed steps to submit a grant application on the web-based Grant Portal for
the Governor’s Grants Program at https://www.accesskansas.org/ssrv-ksgrants. BE SURE TO READ
THE ENTIRE GRANT APPLICATION BEFORE ATTEMPTING TO APPLY ONLINE.

If you have any questions about navigating the Grant Portal website or how to fill in any of the
information, please contact the Governor’s Grants Program office at 785-291-3205 and ask for Kim
Gerety or Lori Jensen. For technical questions, please contact the Kansas.gov Help Center, open
Monday through Friday from 8:00 am to 5:00 pm, at helpcenter@ink.org or 800-452-6727.

ACCESS REQUEST

Applications can NOT be submitted if the agency has not first requested access. This process could
take up to three business days to receive your login ID and password, so please plan accordingly. If,
however, the agency has previously completed an Access Request, then the agency will proceed to the
section of instructions below titled “Submitting the Application.”

There is only one login ID accepted per agency. To complete an Access Request to submit to the
Governor’s Grants Program, go to https://www.accesskansas.org/ssrv-ksgrants/access.do.

Address @j https: | fwowiw, accesskansas. orgfssry-ksgrants/access . do hd a Go
Kansas.gov: The Official Web site of the State of Kansas

o .. Governor's Grants Program
HKaAnsas Grant Portal

Site Navigation

Grant Fortal In order to apply for grants, organizations will need to register with the Governor's
Home Grants Program Grant Portal. The portal will provide a login and password to the
Contact Us contact listed below via e-mail. Mo maore than ane login will be provided for any

organization, Be sure to keep the login and password in a safe and accessible place.
The authorized Certifying Official for the organization will be considered the primary
contact and the access administrator,

<< Governor's Grants
Program home page ) ) ) )
=« Kansas Weh site P Indicates required information

[ organization Information |

P Agency Name:
P FEIN:

» Street Address:

Fill in the information requested in the appropriate fields and click on “Submit.”
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Address @j hktps: ] fwww, accesskansas, orgfssry-ksgrantsfaccessRequest . dao hd a Go

Kansas.gov: The Official Web site of the State of Kansas ~
£ |
N Governor's Grants Program
' Office of the Governor
K ansas Grant Portal
L
Site Mavigation
Srant Portal Verify the information below is correct then select "Continue.” If you need to edit any
Home of the information, select "Modify."
Contact Us
<< GOvernor's Grants —| Organization Information I
Program home page )
== Kansas Web site Ageney Hame: test
FEIM: 999999900
Street Address: test
City: test
State: KS
Fin Code: 99999 A

A verification screen now appears. Review each of the fields for accuracy. If additional changes must
be made, click on ‘Modify’ and the user is returned to the edit screen. If the page is correct, click on
‘Continue’ at the bottom of the screen.

Address @j https: ] fwww, accesskansas, orgfssev-ksgrantsjsubmitR equest.do hd a Go
Kansas.gov: The Official Web site of the State of Kansas

o ... Governor's Grants Program
Kansas Grant Portal

Site Mavigation

Grant Fortal The test's request for an access account has been successfully submitted, An email
Home response regarding the status of your access account should be received within three
Contact Us business days. If you have any guestions, please contact the Governor's Grants

Program at 785-291-3205,

<< Governor's Grants
Program home page
=< Kansas Web site

Portal Po

If the information is complete, you will receive a confirmation message indicating the submission was
successful. You will receive an email response within three business days. The email response is an
automated message sent from the Help Center and contains a temporary password for login.
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ACCESSING THE GRANT PORTAL

When the Access Request is approved by the Governor’s Grants Program, an email is sent from the
Help Center to the applicant’s email address provided. The approval includes a temporary password to

be used to access the Grant Portal.

Below is the Grant Portal home page. It is located at

https://www.accesskansas.org/ssrv-ksgrants/index.do.

£

E-mail address:

Password:

forgot password

Kansas.gov: The Official web site of the State of Kansas

BKETSHS

Site MNavigation
Grant Portal
Home

Contact Us

Governor's Grants Program
Grant Portal

Introduction

Gowvernor’'s Grants Program

"C rcan}ﬁg S. A FE Communtties”

The Governor's Grants Program administers funds to organizations that aim to
enhance the criminal justice system, improve public safety, support crime victim
services and drug and violence prevention programs. State and local units of
government, non-profits, community and faith-based organizations throughout the

state are eligible to apply for and receive grant funds. The Governor's Grants Program
provides the staffing and day-to-day management of these grant programs,

<< [Governor's Grants
Program home page
<< Kansas Wehb site

Learn more about the Governor's Grants Program,

The user will enter their assigned e-mail address and password in the fields provided on the left side of
the page, and click on ‘Log in.” If you are a first-time user, the password will be the temporary
password provided in the Help Center access approval email message.

LY
My Account =
HV My Grant Portal - Welcome Jill Stewart
ome
Change E-mai welcome to the Governor's Grants Program web based portal. In a continuing effort to
Change Password improve services, this user account offers access to grant management. From this
Log Out home page, the user can access the message center to view and create

correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.

Site MNavigation
Grant Portal
Horme

Contact Us

Messages Current

Search Archived

Message Inbox

<< Governor's Grants
Program home page

<< Kansas \Web site [%] vou have 0 new messages.

The user’s Grant Portal home page is displayed. If you are a first-time user, it is recommended that
before proceeding any further, the user change the temporary password provided to one created for the
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agency. Existing users also can change their password at any time. To do this, click on the ‘Change
Password’ link on the left side of the page.

Kansas.gov: The Official Web site of the State of Kansas

. Governor's Grants Program
Grant Portal

(Mfice of the Governor

Change Password

My Account

Home

Change E-mail Enter current password and then enter new password twice, Password is case sensitive, Passward
rnust be 8-10 characters and contain both upper and lower case characters [a-z A-Z2], at least one

Change Password rurnber [0-9] and at least one symbol [1@ # $% ~ &% "1 < = =7 "],

Log Qut

W Indicates required information

Site MNavigation
Grant Portal Home

Contact Us P Current password:

P New password:

<< Governar's Grants P Retype new password:
Program home page

<< Kansas Web site -
.

= Lo T

The user is now on the Change Password screen. The user must provide the information requested; be
sure the new password meets the criteria stated at the top of the screen. Click on ‘Submit.’

Kansas.gov: The Official Web site of the State of Kansas

oo Governor's Grants Program
Kansas Grant Portal

My Account
Horme

0 Congratulations! You have successfully updated your password.
Change E-mail

Change Password
Log Qut

Site Nawvigation
Grant Portal Home
Contact Us

<= Governor's Grants
Program home page
<< Kansas Web site

If the information is complete, you will receive a confirmation message indicating the submission was
successful. Click on the ‘Home’ link on the left side of the page.
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SUBMITTING THE APPLICATION

Log in to the Grant Portal following the instructions above titled “Accessing the Grant Portal.”

. Governor's Grants Program .
Kansas Grant Portal

My Account

H My Grant Portal - Welcome Jill Stewart

ame

Change E-mail L. .

wrelcome to the Governor's Grants Program web based portal, In a continuing effort to improve

services, this user account offers access to grant ranagerent, From this horme paage, the user can

Log Out access the message center to view and create correspondence with the Governor's Grants
Program, prepare and submit grant applications, and rmanage reporting requirernents,

hange Password

Site Navigation M Y v
Grant Portal Home g ” = St (Eitee

Contact Us

Message Inbox

<« Governor's Grants
Frogram home page
== Kansas Web site |Z| “ou have 0 new mezzages,

I

To begin a new application, go to the ‘Search’ tab in the middle of the screen.

AT

A
Change E-mail ) - .
Welcome to the Gavernor's Grants Program web based portal, In a continuing effort to improve
Change FPassword services, this user account offers access to grant management. From this home page, the user can
access the message center to view and create correspondence with the Governor's Grants
Log Cut - wEa - H
Program, prepare and submit grant applications, and rmanage reporting requirernents,
Site Mavigation -
Grant Portal Home Meszages Search Current Archived
Contact Us
Search For Grants
;;;g;f;lon:; g;;gts To apply for a new grant, use this box to search all available grants.
<< Kansas Web site
Keywords:
Organization Type: Any W
Aty ~
S — Crime Yictim Services
" |Law Enforcement
Criminal Justice v
v

Enter criteria into the fields provided to narrow the search, or leave all the fields blank to conduct a
wide search. For a keyword, the user will want to select a word or phrase from the description of the
grant to be applied for. Click on ‘Search.’
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Grant Fortal
Home
Contact Us

<< Governor's Grants
Program home page
<< Kansas Wehb site

Search results will appear. If the user does not see the grant name that an application is to be prepared
for, a new search can be conducted from this screen.
application is to be prepared for, click on ‘Full Guideline Text’ to open an electronic copy of the Grant
Application Packet. The electronic copy may be printed and/or saved to the user’s desktop. To begin

Search Results

{ 1 results found}

Applications Projects Projects .

sample Sample Full
Gran'i 03/14/2008 07/01/2008 06/30/2009  grant Suideline
application, Text |
Apply
Keywords: |sample
Organization Type: |Any hd
Aty ”
Grant Type: Crime Victim Services

Law Enforcement
Criminal Justice hd

an application on the Grant Portal, click on ‘Apply.’

NOTE: Once the user has clicked on ‘Apply’ to begin an application, the application will appear in
the user’s ‘Current’ screen. The user will be able to work on the application as their time allows and

will not need to conduct a Search again to locate the application.

£

My Account
Haome

Change E-mail
Change Password
Log Qut

Site Navigation
Grant Portal Home
Contact Us

Kansas.gov: The Official Web site of the State of Kansas

<< Governar's Grants
Program horme page
<< Kansas Web site

Governor's Grants Program

K ANSAS Grant Portal

If the user does see the grant name than an

Application

Intraduction Seneral Info, Budget Attachrnents Subrnit

Introduction
Usze the tabs above to navigate through the application process,

Tao apply far the Sample Grant grant online complete the following three simple steps and
then subrmit:

1. General Information
Z. Budget
3. Attachments

IMPORTANT: Start with any section, but complete ALL sections before submitting the grant
application.
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There are five tabs across the top of the page. The user will start on the ‘Introduction’ tab. As stated
in the introduction, three sections must be completed before the application can be submitted: the
General Information, Budget and Attachments.

General Information

Click on the ‘General Info.’ tab in the middle of the screen.

g el m et m e i m mm et g =t e e me e D em s

Kansas.gov: The Official Web site of the State of Kansas

# Office of the Gosernor Governor's Grants Program
K aAnsas Grant Portal

Application

My Account
Horme
Change E-mail Inkroduction General Info, Eudget Abtachments Submik
Change Password
Log Out

General Information

Use the tabs above to navigate through the application process.
Site Mavigation
GSrant Portal
Home

Contact Us

P Indicates required information

|—| Organization Infarmation | |

The user is now on the General Information page and will see Organization Information, Authorized
Certifying Official, Contact Information and Project Information. Some of the information is filled in
for you. Scroll down the page, reviewing the information until you reach the Primary Contact box,
where you will begin entering data.

r| Primary Contact

The primary contact listed will receive ALL correspondence from this office
regarding this grant application,
» Name:
» Phone: Ext:
P Fax:

» E-mail:

| Project Information |

» Proposed Grant Project
Name:

» County{ies) in which |Statewide ~
proposed grant project will |Allen
operate {use "control key" |Anderson
to select multiple counties): | atchisan v

» Brief description of
proposed grant project {max v
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When all the data is entered, click on ‘Save.” If any data is not valid, an error message will appear at
the top of the screen in red text. If the data is complete as required, the user will see a General
Information Verification screen.

Kanas.gu\r: The Official Weh site of the State of Kansas
g T (Mfice of the Governor Governor's Grc nfs Program
Kansas Grant Portal

Application

My Account
Horme
Change E-mail Inkroduction General Info, Eudget Abtachments Submik
Change Password
Log Out

General Information Verification

Use the tabs above to navigate through the application process.
Site Mavigation

Grant Portal verify the information below is correct then select "Continue." Select "Modify"
Home to edit any of the information,
Contact Us

|—| applicant Identification |

Review the data for accuracy and if anything must be changed, click on ‘Modify’ to edit information.

Fax: 555-555-5555 =

E-mail: sample@email.org

| Project Information |

Proposed Grant Project

Sample Project
Mame: E L

Countylies) in which
proposed grant project will Statewide
operate:

Description of proposed grant

. Sample project for demonstration.
project: (L2 (A

If awarded, these funds will:

Create a new grant project or service activity.

Caontinue ] [ Modify l

If the data appears to be correct, click on ‘Continue’ and the General Information section is completed.
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TINALIIDdDAD \Zrant rorrai ~

Application

My Account
Haome
Change E-rail Intraduction General Info, Budget Attachments Subrnit
Change Password
Log Qut

General Information Confirmation
Usze the tabs above to navigate through the application process,
Site MNavigation

@rant Portal Home 0 Congratulations, the General Information section of this grant application has been

Contact Us successtully completed. Continue to another section by selecting one of the tabs abowve.
: If this was the last section that needed to be completed for this application, please move
<< Governor's Grants directly to the Submit tab, If for any reason the information in this section needs modified,
Program hame page this can be done in the Submit tab,

<= Kansas Wehb site

[ Edit General Infarmation ]

A General Information Confirmation screen will appear. The user will be able to make further edits if
necessary.

Budget
To continue with the application, click on the ‘Budget’ tab in the middle of the screen.

NOTE: All budget line item requests must be rounded off to the nearest whole dollar.

Kansas.gov: The Official Web site of the State of Kansas ~
. Governor's Grants Program
=T (Mfice of the Governor
}
N Ansas Grant Portal
Application

My Account

Home

Change E-mail Inkroduction General Infa, EBudget Abtachments Submit

Change Password Personnel © Benefits © Trawvel © Supplies @ Faclity © Eguipment @ Contractual @ Other © Summary

Log Out

Budget
Use the tabs above to navigate through the application process. To complete the budget

Site Navigation section select each of the underlined areas above within this tab,

Grant Portal

Haorme

Contact Us
<< Governor's Grants
Program home page
e ¥ancac Waoh cita %
< >

The user is brought to the Budget screen that displays each of the budget categories just below the
‘Budget’ tab. It is a requirement that a dollar amount is entered into each line item, even if it is zero.
Therefore, it is recommended that the user work from left to right, starting with Personnel, viewing
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each budget category. Refer to the Grant Application Packet to determine what budget categories are
allowable for each grant program. Click on the Personnel link.

F (] S
"N Governor's Grants Program
(Mfice of the Governor
' Portal
A ANSAS Grant Porta
Application
My Account
Home
change E-mail Intraduction General Info, Budget Attachrents Subrnit
hange Passward Personnel Eenefits Trawel Supplies Facility . Equipment Contractual Cther | Sumnmary
Log Cut
Budget: Personnel
Use the tabs above to navigate through the application process,
Site Nawvigation
zrant Portal Home .
Contact Us : — . ) )
oo [ position status | Dollar Amount | Action |
<= (Governor’s Grants Add Personnel
Program home page
<< Kansas Web site
Personnel Total:
$0
Vv

In the Budget: Personnel screen, the user must determine if any funds are to be requested for salaries or
wages in the grant application. If no Personnel funds are to be requested, the user should proceed to
the ‘Benefits’ screen. If Personnel funds are to be requested, click on ‘Add Personnel.’

S — ~
Application
My Account
Horne ’—‘
Trkrocks sereral | xye
Change E-mail
Change Password -
Log Qut
B Budget: Add Personnel
Site Mavigation > . . . X
Grant Portal Home Indicates required information
Contact Us
* Tite:
<< Gowvernor's Grants
Prograrn hore page P Position Status: —Flzase Select— »
<< Kansas Web site
P Dollar Amount: 0
> Description:
[ Continue ] [ Cancel ] =

Complete the fields that appear on the screen as appropriate for the proposed grant project.
NOTE: If the grant program has a match requirement, the user also will see a Match Amount box for
each budget line item to enter a value.
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For the ‘Description,” a brief statement regarding the purpose of the line item and a computation for
determining the amount of the request must be provided. When complete, click on ‘Continue.’ If any
data is not valid, an error message will appear at the top of the screen in red text. If the data is
complete as required, the user will see a Personnel Verification screen.

LY
Application

My Account

Horne

Change E-mail Intraduction General Info, Budgat Attachrnents Subrnit

Change Passward Personnel Benefits Trawel Supplies Facility Equipment Contractual Cther Surnrmary

Log Qut

Budget: Personnel ¥erification
Usze the tabs above to navigate through the application process,

Site MNavigation

Grant Portal Home P Indicates required information

Contact Us

Title: Sample Manager
<< Governor's Grants FPosition Status: Mewr
Program home page
<< Kansas Web site Dollar Amount: 418,720
Part-time position to provide project coordination.
Description: $18 ‘hour x 1,040 hours /year x 100% of ime on project =
$18,720
Continue l [ Modify ]
W

Review the data for accuracy and if anything must be changed, click on ‘Modify’ to edit information.
If the data appears to be correct, click on ‘Continue’ and the new Personnel line item appears.

S —— ~
Application
My Account
Harme
change E-mail Introduction General Info, Budgat Attachrnents Subrmit
Change Passward Personnel Eenefits Trawel Supplies Facility Equipment Contractual Cther Surnrmary
Log Ot
Budget: Personnel
Usze the tabs above to navigate through the application process,
Site Navigation
Grant Portal Home
Contact Us
FEEEE =
Sample Manager $12,720 Madify | Delete
<< Governor’s Grants
Prograrn horne page
<= Kansas Web site Add Persannel
Personnel Total:
$18,720
W

The user may now edit the new Personnel line item by clicking on either ‘Modify’ or ‘Delete’ under
the Action column at the right side of the screen, may add another position title by clicking on ‘Add
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Personnel’ and repeating the steps outlined above, or may proceed to the next budget category by
clicking on the Benefits link below the ‘Budget’ tab.

change E-mail L ruunLLn s ) Luyes [ P Suum e
Change Password Personnel Bienefits Trawel Supplies Eacility Equipment Contractual Cther Surnrmary
Log Qut
Budget: Fringe Benefits
Usze the tabs above to navigate through the application process,
Site MNavigation
Contact Us i — i i i
— Action
FICA Madify
<< Governar's Grants u | o
Program horme pags oSt U] Modify
<= Kansas Web site Insurance
Health Insurance Madify
Warker's . Madify
Compensation
Retirement Madify
Add Fringe Benefits
Benefits Total:
$0
W

In the Budget: Fringe Benefits screen, the user must determine if any funds are to be requested for
fringe benefit expenses in the grant application. Because there are standard line items provided in the
Benefits budget category, the user must specify a dollar amount even if it is zero before the category is
considered complete. Click on the ‘Modify’ link for each line item, beginning with FICA.

Ly
Home
change E-mail Introduction General Info, Budget Attachrents Subrmit
Change Password Personnel Bienefits Trawel Supplies Eacility Equipment Contractual Cther Surnrmary
Log Qut
Budget: Add Fringe Benefits
Use the tabs above to navigate through the application process,
Site Nawvigation
Grant Portal Home P Indicates required information
Contact Us
P Type: FIca
<= Governor's Grants Enter whole numbers anly (MO
Program homebpa_ge symbols, commaz or decimal
=< Kansas Web site i
) points), For example,
P Dollar Amount: $50,000.00 should be entered
as 50000, If thiz field iz not
applicable, please enter 0,
Prowide a brief narrative
explanation of the calculations
[, intion: conducted to determine the
escaphon dollar amount, Mot required if
dollar amount is 0, Max
characters = 300,
I Cantinue I [ Cancel ]
W

Complete the fields that appear on the screen as appropriate for the proposed grant project. For the
‘Description,” a brief statement regarding the purpose of the line item and a computation for
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determining the amount of the request must be provided. However, if the budget request for this line
item is zero, a ‘Description’ is not required. When complete, click on ‘Continue.” If any data is not
valid, an error message will appear at the top of the screen in red text. If the data is complete as
required, the user will see a Fringe Benefits Verification screen.

BEINAIISADS Grant Forrail ~
Application
My Account
Haome
Change E-raail Introduction Genaral Infa, Budget Attachrnents Submit
Change Passwoaord Personnel Eenefits Trawel Supplies Faacility Equiprnent Contractual Cither Sumnmary

Log Ot
Budget: Fringe Benefits Yerification

Use the tabs above to navigate through the application process,

Site Navigation
Grant Portal Home
Contact Us

P Indicates required informmation

Type: FICA

<« Governor's Grants
Program home page
<= Kansas Wehb site

Collar Arnount: $1,432

Description: $18,720 salaries x 7.65% rate for FICA taxes = $1,432

Continue l [ Modify]

Review the data for accuracy and if anything must be changed, click on ‘Modify’ to edit information.
If the data appears to be correct, click on ‘Continue’ and the completed FICA line item appears.

Horme ’—‘
Irtrocks s | ahpes
Change E-rnail

Change Passward

Log 2t

Budget: Fringe Benefits

Site Mawigation
Gramt Portal Horme

The user may now edit the FICA line item by clicking on ‘Modify’ under the Action column at the
right side of the screen or proceed to the next line item by clicking on the Unemployment Insurance

‘Modify’ link.

Add Fringe Benefits

Benefits Total:

$1,432

Contact Uz
Type Dollar Amount
FICA $1,432 Mo dify
<4 Governot's Grants Hnemployment Madify
Pragram horme page Insurance
<< Kansas Web site Health Insurance Modify
t(-:\lorkers } Modify
ompensation
Retirement Madify

24




P [

Change Passward Personnel Benefits Trawel Supplies Facility Equipment Contractual Cther Surnrmary 25
Log Qut
Budget: Fringe Benefits
Usze the tabs above to navigate through the application process,
Site Navigation
Contact Us i — i i i
Dolar Amount nction
FICA $1,432 Madify
<= GOvernor’s Grants u | o
Program horme page mermployrnan 0 Madify
<= Kansas Weh site Inzurance
Health Insurance £0 Modify
Wiarker's . 0 Modify
Cormpensation
Retirement 0 Madify
Add Fringe Benefits
Benefits Total:
$1432
Avd

When each of the Fringe Benefits line items has been given a dollar value, the user may add additional
fringe benefits by clicking on the ‘Add Fringe Benefits’ button or may continue to the next budget
category Travel. Repeat the same process for the Travel, Supplies, Facility, Equipment, Contractual
and Other budget categories. When all of the budget information is entered, click on the Summary
link.

Change Passward - - - - S
Log Qut
9 Budget: Summary
Site Mavigation . . . . ——
Grant Portal Horme The following areas of this section have been successfully completed, To submit thelappllcatlon
Contact Uz for review each section must be completed, A completed section is indicated by a icom. An
incormplete section is indicated by a icon.
<< Gowvernor's Grants
Prograrm horme page Status Budget Area Action Dollar Amount
<< Kanzas Web site
G Personnel Modify $18,720
0 Fringe Benefits Modify $1,432
0 Travel Training Madify %0
0 Supplies/Communications Madify 0
0 Facility Madify 0
0 Equipment Madify 0
G Contractual Services Maodify 0
G Cther Maodify 0
Grand Total: $20,152 [V

The user will see each budget category listed with a status indicator for complete or incomplete. If any
budget category is incomplete, click the ‘Modify’ link to go directly to that budget screen for editing.

NOTE: If the grant program has a match requirement, there will be a message at the bottom of the
Budget: Summary screen that states whether or not the budget meets the match requirement. The
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match requirement also must be met in order for the Budget section of the application to be considered
complete.

Attachments

To continue with the application, click on the ‘Attachment’ tab in the middle of the screen. Each grant
program has a certain number of Attachment requirements. Refer to the Grant Application Packet for
specific instructions regarding the requirements, as some of the Attachments are required for all
applying organizations and some may only be applicable to certain applying organizations.
Attachments must be prepared and saved on the user’s desktop in a PDF, Word document or Excel
spreadsheet format. File names must correspond to the attachment requirement, i.e. filename: Project
Narrative.doc.

Application 5
My Account
Horne
Change E-rnail re e o _
Change Passward
Leg Sut Attachments

Site Mavigation
Grant Portal Horme
Contact Uz

To complete this section of the grant application upload at least Z files,

Files associated with this grant.

) e iype [Name [ acton |
<< Governor’s Grants

Prograrn home page Federal Certifications ﬁ cert.pdf  Download
<< Kanszas Web site

Attached Files

nte [ResJoone J1ype [Name | Action |

Project Marrative |z| e Edit

Federal Certification |E| e Edit

501(c)(3) Edit v

Form documents that applicant’s are required to use are found under the heading “Files associated with
this grant.” Click on the ‘Download’ link to access the required form.
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| e - - - e -
Application

My Account

Haorme | File Download E|

Change E-rnail
Change Passward
Log

Site Mavigation
Grant Portal Horme
Contact Uz

<< Gowvernor's Grants
Program home page
<< Kanszas Web site

Do you want to open or save this file?

A
Eﬁ» Mame: cert.pdf
|| Type: Adobe Acrobat Document
T From: demo,accesskansas.org

Open ] [ Save ] [ Cancel

Rl

While files from the Intemet can be useful, some files can potentially
harm pour computer. If pou do nat trugt the source, do not open or
save this file. What's the rigk?

THCTTET T

e JReaJoone J1ype Nome Jaction

Project Marrative |E| el Edit
Federal Certification |E| e Edit
S010E1() Edit

The system displays the ‘File Download” window that allows the user to open or save the file to be

utilized. Click on ‘Save.’

Application
My Account
Horne
Change E-mail
Change Password Save in:
L. Dt
oa 5 lDMy Dacurments
i :3 j My Computer
My Recent My Metwork Places
Site Mavigation Documents
Grant Partal Home
Contact Us ?‘[‘
Desktop
<< Gowernor's Grants
Proagrarn horme page -
<< Kanzas Web sits '_f
My Documents B
Fra by Computer
Fedl .
® File name: |cert hd | [ Save l
50 My Netwark. | Save as type: |Adobe Acrobat Document v| [ Cancel ] | )
g"l Dane

Locate the computer drive and folder on the user’s desktop that the document is to be saved in, give the
document a filename and click ‘Save.” On some computers, the user will see a ‘Download Complete’
verification screen. This screen may be closed. The document is now downloaded to the user’s
desktop and the user is returned to the ‘Attachments’ page.

27



O5E (D (405 dO0ve OO [Tdwgdie O OOt Oe g P g oot Jf OCess, F

Site MNavigation

Erant Portal To complete this section of the grant application upload at least 2 files.
Qe

Contact Us
Files associated with this grant.

rive | 1ype [Nome Jaction |
<< GOWernor's Grants

Program hotme page Federal Certifications = cert.pdf  Download
=< Kansas web site

Attached Files

mmm

Project Marrative [x] required £d
Federal Certification [x] required Ed
S01(ci(3) Edit

[ Add Attachment ]

Under the heading “Attached Files,” the user will see a list of required attachments that are found in
the Grant Application Packet.

NOTE: The minimum number of attachments to be uploaded is indicated at the top of the screen.
Some applying organizations may be required to upload more than the minimum number of
attachments. Refer to the Grant Application Packet instructions to determine how many attachments
the user’s organization must provide.

To upload a required attachment, click on the ‘Edit’ link next to the appropriate attachment title.

A
Application
My Account
Home
change E-mail Introduction General Info, Budgat Attachrments Subrnit
Change Password
Log Qut
Attachments: Add File
Use the tabs above to navigate through the application process,
Site Nawvigation
SGrant Portal Home Zelect the Browse button to locate a file to be uploaded. Comments, which will anly be visible
Contact Us to the grant applicant, may be added to the file being uploaded.
Title: Froject Marrative
<< Governor’s Grants
Prograrn home page Description: Docurnent to address each section as identified in the application
<+ Kansas Web site
Uplead:
Comments:
Vv

Click on the ‘Browse’ button to find the file that will be uploaded to the attachment requirement.
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Choose file

My A t . = f
¥ Accoun Look. in: |B My Documents j & £ B
Harme
Change E-m3 -1 |2 Corel User Files
Change Pass L‘ﬁaﬁ [ My Data Sources
ty Recent | My eBacks
Log @t i
D ocuments uf_.IM‘a’ Music
7 (2 my Pictures
. . |0 P Priv
Site Naviga Desktop ) WebEx o
Grant Portal = y be wisible
Contact Us - - |Budget Detail Warksheet, wpd
_,_) spider.sav
My Documents
<= Governor’s
Program home == plication
<< Kansas We ﬁ
My Computer
:;g
by Mebwark File name: || ﬂ Open |
Flaces
Files of type: | 4l Filess 7] -l Cancel

The system displays the ‘Choose file’ window that allows the user to look for and select the file to be
attached. The user clicks on the file to be attached so that it is highlighted, and then clicks on ‘Open’
(or can double-click on the file name).

A
Application
My Account
Haome
Change E-rail Intraduction General Infa, Eudgat Attachmants Subrnit
Change Password
Log Ot
Attachments: Add File
Usze the tabs above to navigate through the application process,
Site Navigation
Grant Portal Home Select the Browse button to locate a file to be uploaded. Cormments, which will anly be visible
Contact Us to the grant applicant, may be added to the file being uploaded.
Title: Praoject Marrative
<= Governor's Grants
Frogram home page Description: Docurnent to address each section as identified in the application
<< Kansas Web site
Upload: h\Project Narrative. dod]
r———— Tploaded [date]
v

The system displays the Attachments: Add File screen again, with the selected file in the Upload field.
Verify the filename is correct. The user may add a comment if preferred. Click on ‘Save’ at the
bottom of the screen. (If the user clicks on ‘Cancel,” display will return to the Attachments summary

page.)
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My Account
Haome

Change E-mail
Change Password
Log Qut

Site MNavigation
Grant Portal Home
Contact Us

Application

Intraduction General Infa,

Subrit

Attachrnents

Budget

<< Governar's Grants
Program horme page
<< Kansas Web site

Attachments: File Information

Usze the tabs above to navigate through the application process,

Title:
Crescription:
Type:
Marne:

Date added:
Size:

Cornrnents:

Projeckt Marrative

Document to address each section as identified in the application
Froject Marrative. dac

2008-02-22 10:59

19KE

Uploaded on [date]

Continue

A verification page will display with the filename, date added, and size. If the information is correct,
click on the ‘Continue’ button at the bottom of the screen and the user is directed back to the
Attachments page.

Log Ot A
Attachments

Use the tabs above to navigate through the application process,

Site Navigation
Grant Portal Home
Contact Us

To complete this section of the grant application upload at least 2 files,

Files associated with this grant.

<< Governor's Grants Tide Type
Program home page
<= Kansas web site Federal Certifications ﬁ cart, pdf Download

Attached Files

N O e O O P

: q e red Dione o Project Delete |
Pass e e |E| I |E| Marrativ. doc Wiew
Federal e uired .

Edit
Cearification |E|
s01(c)(2) Edit

Add Aftachment ]

As stated in the Grant Application Packet instructions, certain Attachment requirements are forms that
are provided in the “Files associated with this grant” section. In the example above, the ‘Federal
Certifications’ document has been downloaded to the user’s desktop. The user is responsible for
preparing the document to be ready to upload. In this example, the document must be printed, signed
by the appropriate individual, scanned and saved as a PDF document to the user’s desktop. To upload
the prepared attachment, follow the same instructions provided above by clicking on ‘edit,” selecting
the file from the browse window and verifying the filename.
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Application
My Account
Harme
change E-mail Intraduction General Info, Budgat Attachrents Subrmit
Change Password
Log Cut

Attachment Confirmation
Use the tabs above to navigate through the application process,

Site Navigation

gralzt:to;tal Horas @ The minimum nurmber of attachrments required for this grant application have been
ontact Us uploaded, More attachments may be added by selecting the link below, If there are not any

additional attachments, continue to another section by selecting one of the tabs above,

<< Governor's Grants If this was the last section that needed to be completed for this application, please move
Program home page directly to the Submit tab. If for any reason the information in this section needs modified,
<« Kansas Web site this can be done in the Submit tab.

Add Attachment

When the minimum number of Attachment requirements has been met, the user will see an Attachment
Confirmation screen as above. From this screen, the user may either edit existing attachments or add
additional attachments by clicking on the ‘Add Attachment’ button, or may proceed with submitting
the application.

Submit

To continue with the application process, click on the ‘Submit’ tab across the top of the screen.

. . Ead
Application
My Account
Horne ’—I
Trkroshs sl | sy . X
Change E-mail
Change Password
Log Cut
E Submit Application for Review
Site Mawigation ; ; X L X
Grant Portal Home The following sedions of this application have been successfully carmpleted, To submit the
Contact Us application for review each zection must be completed. & completed section iz indicated by a
ican, An incomplete section iz indicated by = ican.
<< Gowvernor's Grants
Prograrm horme page Status  Application Section Action
<< Kanzas Web site
G General Information Modify
0 Budget Madify
0 Attachments Madify
After the application has been successfully submitted, the information can no longer be edited,
but can be viewed.
I Submit Application I
W

The user will see each application section listed with a status indicator for complete or incomplete. If
any application section is incomplete, click the ‘Modify’ link to go directly to that section for editing.
If all sections are complete, click on the ‘Submit Application’ button at the bottom of the screen.
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NOTE: After submitting the application, it is locked to the user for any edits and may only be viewed.

Kansas.gov: The Official Web site of the State of Kansas

.. Governor's Grants Program
Kansas Grant Portal

Application

My Account

Horne
Trirocks a1 xhoed 2 i
Change E-rnail

Change Passward

Log

Application Submitted Successfully

Site Mavigation
Grant Portal Horme
Contact Us

Q The submission was successful,

<< Gowvernor's Grants
Program home page
<< Kanzas Web site

Portal Policies | Help Center | Site Survey

The system displays a message confirming that the revision was successfully submitted. The user is
done with the grant application and may log out of the Grant Portal.

To view the new status of the grant application just submitted, click on the ‘Home’ link on the left side
of the screen.

Horne

Change E-rnail . — .
Welcome to the Governor's Grants Program web based portal. In a continuing effart to improve

Change Passward services, this user account offers access to grant rmanagerment. Frorm this horme page, the user can
access the message center to view and create carrespondence with the Governar's Grants Pragrarm,

Log Sut prepare and submit grant applications, and manage reporting requirerments,

Site Mavigation 35 e - Fres

Grant Portal Horme
Contact Us

Message Inbox

=< Governor's Grants
Pragram horme page |E|

! You have 0 new messages,
<< Kanszas Web site

Portal Policies | Help Center | Si

Click on the ‘Current’ tab across the center of the screen.
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Horne

Change E-mail
Change Password
Log Cut

Site Mavigation
Grant Partal Home
Contact Us

‘Welcorne to the Governor's Grants Program web based portal, In a continuing effort to improve
services, this user account offers access o grant rmanagerment. From thizs horme page, the user can
access the message center to view and create correspondence with the Governar's Grants Pragrarm,
prepare and submit grant applications, and manage reporting requirements,

o]

<< Gowvernor's Grants
Program home page
<< Kansas Web site

Project Number Grant Name Status Action Messages

SAMPLE-AWARD Sample Grant Approved Yiew

Sample Grant Pending  Wiew | Withdraw

Portal Policies | Help Center | Site Survey

In this view, the grant application just submitted is the second line with a “Pending” status. The
application may be viewed or withdrawn if the organization chooses to not have the application

considered.

To exit the Grant Portal, click the ‘Log Out’ link on the left side of the screen.
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